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AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9W258


SUPV LEVEL CODE:
8
COMP LEVEL CODE:
59JA

TARGET GRADE:
05
FLSA:
Non-Exempt


JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:
See Note(s) to Users 


__________________________________________________________________________________________________
CLASSIFICATION:  Electroplater Helper, WG-3711-05

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

1ST SKILL CODE:
100%
2TS
Electroplating

2ND SKILL CODE:


3RD SKILL CODE:


__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 12/23/99

CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.

________________________________________________________           _________________

CLASSIFIER’S SIGNATURE


                   DATE

__________________________________________________________________________________________________

SUPERVISOR’S CERTIFICATION:  I certify that this SCPD is an accurate statement of the major duties, knowledges, skills, and abilities, responsibilities, physical and performance requirements of this position and its organizational relationships.  The position is necessary to carry out government functions for which I am responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment and payment of public funds and that false or misleading statements may constitute violations of such statutes or their implementing regulations.

________________________________________________________           _________________

SUPERVISOR’S SIGNATURE


                   DATE

__________________________________________________________________________________________________
PERFORMANCE PLAN CERTIFICATION:
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Reviewer

Date

Employee*

Date


*Signature acknowledges receipt.  It does not indicate agreement/disagreement.

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  

The primary purpose of this position is:  To assist journey level workers in coating, treating and depositions involving the use of metals.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:  

The organizational goals or objectives of this position are:
__________________________________________________________________________________________________

DUTY 1:









%
Critical


Assists journey level workers by performing the simpler and more routine duties of the trade as instructed by the worker.  Prepares or gathers all necessary tools and equipment for the assignment, and prepares the work site.   Assists in cleaning, degreasing, and otherwise preparing surfaces for electroplating following specific instructions of the journey worker.  Carries tools, equipment, holding devices, parts, and mechanical supplies and provides to journey level workers, as required.

STANDARDS:
A.  Almost always effectively assists journey level worker by providing appropriate tools and materials.  

B.  With few exceptions, reliably performs simple and routine tasks of the trade.  

KSA:  1, 2, 3, 4

__________________________________________________________________________________________________
DUTY 2:









%
Critical


Under close supervision, learns to perform the more advanced work of the trade as a means of developing trade skills and gaining knowledge of the trade.  Learns to read and use work orders, manufacturers’ publications, technical orders, and established shop policies, procedures, and practices.  Learns to add distilled water and chemicals to treating and plating solutions; prepares parts by standard cleaning methods; and places parts on holding devices or racks for anodizing, or routine plating with cadmium, chrome, copper, nickel, tin, or silver.  Learns to recognize the reaction between commonly used chemicals and metals and metal alloys, and to set up and provide proper treatments and processes for the metal parts to be plated.  Learns to use electrolytic and chemical equipment, and standard holding devices and accessories to plate, coat, and treat parts, and to use micrometers, calipers, and gages to determine the amount of plating deposited.  Routine tasks are performed more independently as they are learned.

STANDARDS:
A.  Nearly always accomplishes work accurately and in accordance with instructions provided by journey level employee.  

B.  With rare exception, properly uses all types of measuring tools and electroplating equipment required to accomplish work.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________
DUTY 3:









%
Critical


Performs shop support work.  Working with journey level worker as instructed, prepares record of actions taken on work order requests, preventive maintenance schedules, written instructions, etc., and obtains required coordination and signatures.  Receives supplies and equipment.  Validates stock numbers, quantity, and nomenclature on associated paperwork.  Notifies supervisor of discrepancies.  Stores supplies and equipment in proper bin or rack according to nomenclature, size, and available space.

STANDARDS:
A.  Usually receives, validates, and stores supplies and equipment in accordance with instructions.

KSA:  1, 2, 5

__________________________________________________________________________________________________
DUTY 4:









%
Critical


Utilizes safety practices and procedures following established safety rules and regulations to maintain a safe and clean work environment.  Uses and assures proper fit of required safety equipment and clothing.  Follows federal and state rules when storing, using, handling, labeling, and disposing of hazardous materials and waste in accordance with environmental standards.  Performs clean-up duties, such as cleaning equipment, sweeping, straightening, and lining up tools and other property in the assigned area.

STANDARDS:
A.  Consistently operates equipment in a safe manner, applying established safety rules and regulations to minimize minor violations due to employee error or negligence.

B.  Strictly adheres to safety and security procedures and regulations and promptly reports any observed or identified violations in accordance with established guidelines.

C.  Complies with environmental laws and regulations when working with chemicals and disposing of toxic and hazardous waste.

KSA:  1, 2, 3, 5

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Ability to follow directions and work closely with others.

2.  Ability to follow safety regulations and procedures.

3.  Ability to learn technical practices of the trade and carry out assigned tasks.

4.  Ability to learn to read and use written instructions, manufacturers’ publications, technical orders, and established shop practices, policies, and procedures.

5.  Ability to learn to record actions taken on work orders, receive, store, and account for supplies and materials used in the trade.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
1.  Skill and Knowledge:
-- Ability to assist journey level workers and learn to apply the basic principles and practices of the electroplating trade.

-- Ability to learn to perform simple, repetitive practices of the trade.

-- Ability to learn to use measuring instruments such as micrometers, calipers, and gages to determine the amount of plating desired.

-- Ability to perform specific tasks in support of higher level work in compliance with specific instructions.

-- Ability to learn to read and follow work orders, technical orders, manufacturers’ publications, and established shop policies, procedures, and practices.

2.  Responsibility:
Receives continuous supervision from the supervisor or a journey level employee, who gives detailed instructions on new assignments and closely reviews work in progress and upon completion.  Supervisor or an experienced journey level worker is readily available to resolve problems or answer questions.  Performs simple, routine tasks under general supervision after they are learned.

3.  Physical Effort:
Requires continuous use of both hands, and frequent standing, stooping, bending, reaching, and lifting at shoulder level.  Frequently handles objects weighing up to 10 pounds and occasionally objects weighing up to 40 pounds.  Hoists, lifts, and other workers are available to assist in moving heavier items.  

4.  Working Conditions:
Work is usually performed in areas that are adequately lighted, ventilated, and heated, and safety controlled.  Frequently exposed to acid solutions, solvents, hot waxes, noxious fumes, excessive humidity, and a variety of caustic chemicals.  Protections from exposure to burns, scalds, and skin irritations often requires the workers to wear uncomfortable safety equipment such as rubber gloves, rubber aprons, goggles, face shields, or respirators. 

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  May be required to work overtime, rotating shifts, uncommon tours, weekends, etc.

____________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM Job Grading Standard for Trades Helper Jobs, TS-3, November 1974, (HRCD-7, July 1999); and OPM Job Grading Standard for Electroplater, WG-3711, TS-24, May 1973, (HRCD-7, July 1999). 

CLASSIFICATION REMARKS:  Position classified by application of the Standard for Trades Helper Jobs.  Title constructed following instructions in the WG-3711 and the Trades Helper JGS.  The JGS for Trades Helper Jobs describes two types of positions.  In one work situation, the helper assists journey workers by performing the simpler and more routine duties of the trade and working with the journey worker as instructed.  Others perform the duties as a means of developing trade skills and gaining knowledge of the trade to move to intermediate and journey levels.  This position is developed for use in the latter situation.  This position is not part of a formal apprentice program and is not targeted to a higher grade.  The Helper in this position is assigned to a journey level worker who works with and instructs the employee in performing duties common to the trade.  Advancement depends upon selection to a higher grade position.  
NOTE(S) TO USERS: 

1.   This position is established to develop trade skills and gain knowledge of the trade.  If your position requires performance of WG-05 level tasks on a continuing basis, and is not intended to be developmental in nature, Duty 2 should be removed.  This change will not impact the use of this document as an Air Force Standard Core Personnel Document (SCPD).  Do not change the SCPD Number for this or other minor modifications.  The helper may assist any higher level worker, but in order for Duty 2 to be valid as a trade skills learning situation, the worker assisted should at least be at the WG-09 level.

2.  SCPD was updated 07/03/03.  The following updates were made:

*Performance standards, as needed, were changed from absolute to non-absolute.

*Performance standards may be edited locally but changes must be in accordance with appropriate appraisal guidance.  Absolute performance standards are acceptable only in cases where a single failure would result in loss of life, injury, breach of national security, or great monetary loss.
__________________________________________________________________________________________________

AFPC Free Flow Format

AF Form 1003 APR 90 (COMPUTER GENERATED)

DATE:  07/03/03                                                                                                                                            Page 5

